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ABSTRACT 

A well-plaiined job placement program is an essential 
function of the total career education program of a school. This 
guide is intended to assist administrators guidance counselors, and 
vocational educators in identifying substantive problems connected 
with establishing a job placement program. Included in the guide is a 
discussion of job placement, along with the objectives of a job 
placement program and infozmation for determining the need for a job 
placement program, planning and implementing a program, and 
evaluating the program, A brief description of a Knox County 
(Tennessee) job placement progrcun and sample job placement materials 
are appended* (SB) 
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FOREWORD 



Carekr education may be defined as the tdtal df all experiences in 
one's schddl years that have applicatidn for his apprdach to and style 
df living* 

Smlls needed in ljfe may be grouped into three categories: 
Sociological, psychological, and occupatidhal* Careec: eoucatidn is a 
part of each area df an individual's development* 

Sociological development places emphasis on coping with change, 

MAKING decisions, AND INVOLVING ONESELF IN LOCAL, NATIONAL, AND INTER- 
NATIONAL CONCERNS* The psychological SKILLS ENCOMPASS THE DEVELOPMENT 
OF SELF-AWARENESS, A PDSITJVE VALUE SYSTEM, AND SELF-ESTEEM. FINALLY, 
OCCUPATIONAL SKILLS AFFORD THE OPPORTUNITY TO EARN A LIVING. AOOITION- 
ALLY, IN THE OCCUPATIONAL AREA, WORK HAS PERSONAL RELEVANCE IN PROVIDING 
FOR SELF-IDENTITY, PERSONAL DIGNITY, AND SOCIAL INTERACTION. 

The goal of career education is to enhance these skills. 



Mildred E* Odyle, Superint^noent 
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PREFACE 

Career education is a comprehensive program which is focused on the 

FACTORS ESSENTIAL TO THE CAREER DEVELOPMENT OF THE INDIVIDUAL. ItS AIMS 
ARE! (1) TO HELP THE INDIVIDUAL BECOME AWARE OF HIMSELF AND HIS POTENTIAL 
(2) TO FOSTER THE DEVELOPMENT OF A SELF CONCEPT WHICH WILL ALLOW HIM TO 
TAKE THE NECESS/-RY RISKS TO REALIZE THAT POTENITAL TO ITS FULLEST; (3) TO 
ASSIST THE STUDENT IN ACQUIRING ATTITUDES AND SKILLS NECESSARY FOR LIVING 
IN A RAPIDLY CHANGING TECHNOLOGICAL SOCIETY; (h) TO EXPOSE HIM TO A WIDE 
RANGE OF OCCUPATIONAL INFORMATION AND EXPERIENCES THROUGHOUT THE SCHOOL 
years; (5) TO HELP HIM BECOME AWARE OF THE OPTIONS OPEN TO HIM IN CHOOSING 
A CAREER OR CAREERS WHICH V/ILL PERMIT HIM TO LIVE HIS LIFE AS A FULFILLED 
HUMAN being; AND (6) TO ASSIST HIM IN PREPARING FOR THE CAREER OF HIS 
CHO ICE. 

An EDUCATIONAL PROGRAM THESE AIMS BEGINS AS SOON AS THE CHILD 

ENTERS SCHOOL. In THE WORDS OF S. P. flARLAND, U.S. COMMISSIONER OF EDU- 
CATION, "ALL EDUCATION IS CAREER EDUCATION, . . ." AND THE PRESENT CURRICU- 
LUM MUST BE RE-FOCUSED TO INCLUDE CONCEPTS WHICH WILL ENHANCE THE CAREER 
DEVELOPMENT OF CHILDREN AND YOUNG PEOPLE DURING THE SCHOOL YEARS. TO 
ASSIST TEACHERS IN THIS TASK, THE FOLLOWING CONCEPTS HAVE BEEN IDENTIFIED: 

- A POSITIVE SELF-IMAGE IS ESSENTIAL FOR SATISFACTION IN THE WORLD 
OF WORK. 

- Learning to get along with othek people is mandatory for successful 

ACHIEVEMENT IN THE V/ORLD OF WORK. 

- The ability to adapt to change is necessary for success in a tech- 
nological SOCIETY. 
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- Decision-making skills ano an awareness of self-responsibility 
inherent in the process is vital to career maturity. 

- There is oignity ano worth in all work well-oone, 

- In A TECHNOLOGICAL SOCIETY, DIVISION OF LABOR ANO SPECIALIZATION 

result in the interdependence of workers. 

- Awareness and knowledge of job families is inoi spensi ble for 
locating) assessing, and using information leading to wise 
career choice* 

- School is the student's worlo of work. 

-All school experience is occupational preparation. 

- Education is a continuing process, presenting many points of 
entrance ano exit. 

- The wise use of leisure time leaos to fulfillment or self in a 
raptoly changing technological society. 

Present conditions indicate how much young people need help in determin- 
ing VOCATIONAL DIRECTION AND SECURING EMPLOYMENT. Of COURSE THE QUESTION 
ASKED IS ''where CAN THEY OBTAIN THIS AID?" ThE MOST LOGICAL AND IMPOR- 
TANT SOURCE OF PLACEMENT HELP WOULD SEEM TO BE THE SCHOOL WITH ITS INT|« 
MATE KNOWLEDGE OF THE STUDENT AND HIS AIMS AND GOALS. NO OTHER AGENCY 
KNOWS AS MUCH ABOUT THE STUDENT. A WELL-PLANNED JOB PLACEMENT PROGRAM 
REPRESENTS AN ESSENTIAL FUNCTION OF THE TOTAL CAREER EDUCATION PROGRAM 
OF A SCHOOL. 
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INTRODUCTION 



This "Guide For Establishing A System-Wide Job Placement" is one of a 

SERIES OF guides DEVELOPED BY THE STAFF OF CONTEMPORARY CURRICULUM FOR 

Career Development. It shoulo assist administrators, guidance counselorSi 
and vocational educators in identifying substantive problems connected 

WITH ESTABLISHING A JOB PLACEMENT SERVICE. TH I S GUIDE NAY ALSO BE Of USC 

to counselor educators in broadening career guidance and counseling 
training programs. 

The format and treatment of the content material in this guide is an 
attempt to serve the interest of two groups, namely, those who frequently 
do not take the time to study lengthy publications and those who want ex- 
plicit information in order to implement a program. hopefull hese 
objectives will be achieved through h t g>1l t ght i ng the essential concepts 
at the beginning of each major section and following with descriptive 
copy that would be of interest to program i mpl emente r s . 

In secondary schools we operate programs designed to prepare students FPU 

ENTRY LEVEL JOBS. A NATURAL CAPSTONE FOR THESE PROGRAMS SHOULD BE A FUNC« 
TIONAL JOB PLACEMENT SERVICE. THIS SERVICE SHOULD ACT TO DIRECT STUOF.NTS 
TO JOBS IN WHICH TH^Y HAVE EXPRESSED AN INTEREST AND IN WHICH THEY ARE 
CAPABLE OF PERFORMING. THE SUCCESSFUL PLACEMENT OF STUDENTS IN JOBS IS 
THE MOST IMPORTANT EVALUATION OF OUR JOB PREPARATION PROGRAMS WHICH, IF 
LEFT TO CHANCE, WILL DESTROY MUCH OF WHAT THE SCHOOL HAS DONE. 
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INVESTIGATE 



-FEEOdACX 

-Follow-up 
-Interpret 
-Revise 



-Procedures 
••Provide For 
Changes 



•Priorities 

•Policies 

•Personnel 



-*Why a Job Placehent 
Prograh? 

*Oo You Need A Job 
Placement Program? 
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I JOB PLACEMENT: WHAT IS IT? 



Much work is involved in implementing an effective job placement service* 
The work may be shared even with agencies outside the school system* 
But the responsibility of assisting students in stepping into the work 
world can not be shared or relinquished* 



Definition of Job Placement 
Job placement should be recognized 

AND developed AS AN INTEGRAL FACET 
OF A TOTAL SEQUENTIAL GUIDANCE AND 
COUNSELING SERVICE WHICH HAS AS ITS 
GOAL APPROPRIATE ''NEXT STEP" EXPERI- 
ENCES FOR ALL STUDENTS* 

Job PLACEMENT INCLUDES THE PLACEMENT OF 
STUDENTS, EARLY LEAVERS, AND GRADUATES 
IN PART-TIME OR FULL-TIME JOBS* ThE 
CLIENTELE INCLUDES ALL STUDENTS RE- 
GARDLESS OF TRAINING* 



CONJTIKIUINIG EDUCATION 
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PLACEMENT I jj 
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HOWEVER, 



JOB PLACEMENT (N THIS GUIDEBOOK REFERS ONLY TO THE PLACEMENT 
OF STUDENTS WHO HAVE DEVELOPED JOB ENTRY SKILLS AND WHO ARE 
DESIROUS OF EMPLOYMENT UPON LEAVING SCHOOL* 
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What A Job Placement Program will Do 



1. It will provide students with an organized^ relevent approach 

TO SOLVING THE PRODLEHS OF ENTERING AND ADJUSTING TO THE WORK 
WORLO. 

2. It will heet a psychological need. 

3. It gives many students a reason for staying in school. 
^. It will establish a channel of communication between the 

school and the bus i ness/l ndustry cohhunity. 

5. It will be helpful in improvinc the image or guidance. 

6. It will bring about a reordering of priorities for second-* 




ARY GUIDANCE. 



Today the labor market and the potential employfe are farther apart than 

EVER BEFORE. As YOUNGSTERS GROW UP THEY HAVE LESS CHANCE TO EXPERIENCE 
THE SIGHTS AND SOUNDS DF INDUSTRY. THEREFORE , THt GAP THAT EXISTS BE- 
TWEEN WHAT A STUDENT NEEDS TO KNOW IN ORDER TO ENTER AN OCCUPATIONAL 
FIELD AND WHAT THE STUDENT HAS ACQUIRED THROUGH OBSERVATION IS WIDENED* 

SECONDLY) THE TECHNOLOGICAL ADVANCES HAVE MARKEDLY CHANGED ECONOMIC AND 
SOCIAL SETTINGS. NO LONGER CAN EDUCATION BE TERMINATED. LEARNING MUST 
BE A CONTINUOUS PART OF THE LIVES iNu;VIDUALS IN ORDER TO MEET THE 
DE51ANDS OF TECHNOLOGY AND AUTOMATION. STUDENTS, WHILE STILL IN SCHOOL^ 
HEED TO BE HADE AWARE OF THESE REALITIES. 

Thirdly, America's workforce is highly mobile. This fact demands that 

INFORMATION BE PROVIDED FOR STUDENTS PREPARING TO ENTER EMPLOYMENT UPON 
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LrAVING SCHOOL. FACTS RELATEO TO THIS MOBILITY MUST BE GIVEN TO THEM 
BEFORE THEIR TIME, EGO, ANO MONEY ARE INVESTEO BEYONO THE POINT OF CHANG- 
ING OCCUPATIONAL OIRECTIONS* 

Fourthly, ano of extreme iMPORTANCEf the market place where skills are 

BOUGHT ANO SOLO IS HIGHLY COMPETITIVE* IF TWO PERSONS POSESSING ADAQUATE 
SKILLS TO FULFILL THE REQUIREMENTS OF A JOB APPLY FOR THAT JOB, WHO GETS 

THE JOB? Definitely the one who can best fill out the application, sit 

THROUGH AN INTERVIEW, ANO 
"SELL** HIMSELF TO THE EM- 
PLOYER. 

Can you recall your first 
experience of trying to 
GET A JOB? More likely 
than not you experienceo 
a feeling of insecurity 
and lack of technique* 
Job placement services 
help the stuoents oevelop techniques of job getting and thereby relieve 
this feeling of insecurity* the job p1.acement program goes be yono ' help i n6 

THE STUOENT GET A JOB* IT INCLUDES THE STUOENTS CONS I OERAT I ON OF HIS 

values, abilities, ano aspirations and how these will affect his future* 

For too many of our youngsters, school is a meanoering that leads nowhere* 
If they are not planning to attend college, they see little or no reason 
to stay in school* they can see no connection between what they are asked 
to 00 as stuoents ano the next step they will take upon leaving school* 
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A JOB PLACEMENT PROGRAM AS PART OF CAREER EDUCATION HELPS A STUDENT BECOME 
AWARE OF HIS NEEDS ANO TAKE STEPS TO ACHIEVE HIS GOALS. ONE OF THE MOST 
IMPORTANT ASPECTS OF A JOB PLACEMENT PROGRAM, THEN, IS THAT IT MOTIVATES 
THE STUDENT TO COMPLETE HIS PREPARATION AND REALIZE THE POSSIBILITY OF 
SECURING A JOB. 



THE SCHOOL HAS THE RESPONSIBILITY TO HELP EACH INDIVIDUAL PREPARE FOR HIS 
NEXT STEP AND THEN ASSIST HIM IN TAMNG THAT STEP. TOO MANY STUDENTS, 
LEFT ON THEIR OWN TO MAKE THE TRANSITION FROM SCHOOL TO WORK, FIND THEH- 
SEtVES UNEMPLOYED, UNDEREMPLOYED, OR IN A "DEAD-END" JOB. MANY SPEND 
YEARS TRYING TO ADAPT TO THE WRONG JOB, OR, BECAUSE OF UNEMPLOYMENT, 
THEY DEVELOP BEHAVIORAL PATTERNS WHICH ARE NOT ACCEPTABLE IN THE WORK 
WORLD. 

A CLOSE LIASON HAS BEEN DEVELOPED BETWEEN 
SECONDARY SCHOOLS AND THE COLLEGES ASO 
UNI VERS!TIES. WITHOUT DOUBT THIS LIAISON 
HAS HAD MUCH INFLUENCE ON THE NATURE OF 
THE SECONDARY SCHOOL. ON THE OTHER HAND, 
EFFECTIVE CHANNELS FOR THE EXCHANGE OF 
INFORMATION HAVE RARELY BEEN OPENED BE- 
TWEEN THE SCHOOL AND BUS I NESs/l NDUSTRY, 
THE LARGEST CONSUMERS OF THE SCHOOLS 

"products." 
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Although the focus of a job placement program must be on the student, 

THE EMPLOYER ALSO DESERVES CONSIDERATION. A CENTRALIZED JOB PLACEMENT 
OFFICE PROVIDES PROSPECTIVE EMPLOYERS WITH A SINGLE CONTACT. ASSISTING 



THE EMPLOYER TO FIND WORKERS WHO ARE BETTER MATCHED TO A JOB REDUCES 
TURNOVER AND TRAINING TIME. 

Only to the extent that the guidance program identifies and tackles stu- 
dent NEEDS WITH A COMPREHENSIVE STUDENT-CENTERED APPROACH, WILL IT GET 
THE SUPPORT IT NEED:>. One OF THE GREATEST ANO MOST IMPORTANT NEEDS OF 
STUDENTS IS ASSISTANCE IN JOB PLACEMENT. TCO OFTEN WE DISCUSS GUIDANCE 
PROGRAMS IN PHILOSOPHICAL TERMS WHEN WE SHOULD BE ASKING QUESTIONS ABOUT 
OUR YOUNGSTERS - WHERE ARE THEY? - WHERE ARE THEY GOING? - AND WHAT 00 
THEY NEED? 

A SCHOOL CAN SHARE THE WORK INVOLVED IN A JOB PLACEMENT PROGRAM BUT IT 
CANNOT SHIRK THE RESPONSIBILITY FOR ASSISTING YOUNGSTERS THROUGH SCHOOL 
ANO INTO THEIR "NEXT STEP," WHETHER |T BE COLLEGE, OTHER TRAINING, OR 

employment. 

In a system-wide job placement program the guidance counselor is the in- 

SCHOOL HUB OF ACTIVITY. THE SERVICES OFFERED BY THE JOB PLACEMENT PROGRAM 
SHOULD BE INTRODUCED AND EXPLAINED TO STUDENTS AS A REGULAR FUNCTION OF 
THE GUIDANCE DEPARTMENT. STUDENTS INTERESTED IN EMPLOYMENT SHOULD BE EN- 
COURAGED TO CONTACT THE GUIDANCE OFFICE. In ADDITION TO ACCEPTING THE 
RESPONSIBILITY FOR INFORMING THE COLLEGE BOUND, GUIDANCE PERSONNEL MUST 
ALSO ACCEPT THE RESPONSIBILITY FOR INFORMING THE "JOB" BOUND. 



Objectives of a Job Placement Program 



I. To PROVIDE LEARNING EXPERIENCES THAT WILL DEVELOP JOB GETTING 

AND KEEPING SKILLS AND TECHNIQUES. 
2* To PROVIDE FOR A BETTER MATCH BETWEEN THE STUDENT, HIS PATTERN 

OF SKILLS, HIS ATTITUDES AND ASPIRATIONS, AND HIS WORK. 

3. To PROVIDE COMPENSATED WORK SITUATIONS FOR THOSE STUDENTS WHO 
NEED FUNDS TO CONTINUE IN SCHOOL. (ReFER TO "WORK-STUDY 

Program" as provided for in the Vocational Education Act of 
1968 Public Law 90-576) 

4. To PROVIDE ADVANCED STUDENTS WITH WORK EXPERIENCES PRIOR TO 
GRADUATION. ( SEE APPENDIX PG, 28 ) 

5. To PROVIDE GRADUATES AND EARLY LEAVERS THE COUNSELING 
SERVICES NECESSARY TO STABILIZE, ADJUST TO, OR REDIRECT 
THEIR EMPLOYMENT. 

6. To PROVIDE CONSULTATIVE SERVICES FOR TEACHERS, GUIDANCE 
COUNSELORS, AND OTHERS. 

7. To PROVIDE A CENTRAL CONTACT FOR EMPLOYERS. 
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INVESTIGATE NEED FOR A JOB PLACEMENT PROGRAM 

ESTABHSHING NeEO FOR A JOB PUACEMENV PROGRAM 



K 


Explore manpower needs, the schools 


' CAPABILITIES OF 




SUPPLYING WORKERS, AND THE PRESENT 


STATUS OF PLACING 




STUDENTS IN JOBS COMMENSURATE WITH 


THEIR TRAINING* 


2. 


Select an advisory committee. 




3. 


Establish communications with local 


AGENCI ES» 



Planning is a prereiiuisite to implementing a job placement program. A 

JOB PLACEMENT PROGRAM SHOULD BE CENTERED AROUND "NEEDS.** WITHOUT DIS- 
COVERING WHAT THE NEEDS ARE AND EXPLORING DIFFERENT AVENUES OF APPROACH, 
THE PROGRAM WILL PROBABLY BE ORIENTED TOWARD FAILURE* 

An AO HOC COMMITTEE CAN BE OF GREAT VALUE IN DETERMINING NEEDS AND THE 
FEASIBILITY OF INITIATING A PARTICULAR APPROACH* (ALSO, SOME MEMBERS OF 
THIS AD HOC COMMITTEE CAN FORM THE NUCLEUS OF YOUR ADVISORY COMMITTEE.) 
An AFFIRMATIVE RECOMMENDATION FROM THIS COMMITTEE CAN GO A LONG WAY TO- 
ward providing community and school support necessary for a successful 
beginning* 

Some questions that may be asked during this feasibility study are: 

1* What are the number of students leaving school each year who 
possess marketable skillis? 

2* Do TEACHERS AND STUDENTS FEEL THE SCHOOL (oR SYSTEm) HAS A 
RESPONSIBILITY TO ASSIST GRADUATES AND DROPOUTS IN FINDING 
AND ADJUSTING TO EMPLOYMENT? 



3. Is THE PHILOSOPHY OF A JOB PLACEMENT PROGRAM IN KEEPING WITH j 

THE OVERALL SYSTEM PHILOSOPHY? 
k. Is STRONG ADMINISTRATIVE SUPPORT AVAILABLE? 

5. To WHAT EXTENT ARE TEACHERS ACTIVE IN PLACING THEJR STUDENTS? 

6. Do STUDENTS GET JUST ANY JOBS OR DO STUDENTS GET JOBS MATCHED TO 
THEIR TRAINING, ABILITIES, ANO ASPIRATIONS? 

7* To WHAT EXTENT ARE COMMUNITY YOUTH EMPLOYMENT AGENCIES AND 

STATE EMPLOYMENT SERVICES SERVING THE NEEDS OF THE STUDENTS? 

8. What are the present and projected employment needs of the 
communi ty? 

9. What will be the responsibilities and work loads of teachers, 

GUIDANCE COUNSELORS, AND OTHER PERSONNEL ASSIGNED TO THE PRO- 
GRAM? 

An active ADVISORY COMMITTEE CAN GREATLY FACILITATE THE ESTABLISHMENT AND 
OPERATION OF A JOB PLACEMENT PROGRAM^ THE FUNCTIONS OF AN ADVISORY COM- 
MITTEE MAY include; 

- Assisting with community surveys* 

- Providing a major channel of communication between employers 
and the schools. 

- Locating work stations and job openings* 

- Selling the program to the community* 

- Assisting with development of courses of study. 

- Assisting in cultivating the cooperation of labor and management* 

- Assisting in establishing and maintaining contact with local 

SERVICE agencies - REHABILITATION, COMMUNITY ACTION, PUBLIC 

Health, etc. ') 

ERIC 8 



-Assisting in clarifying program objectives. 
-Assisting with inservice programs for teachers and counselors. 
-Assisting in developing evaluation studies as to program effec- 
tiveness. 

Am advisory committee should be kept at a "workable size." At the same 
time it should be representative of the community. The membership might 
include representatives of groups such as: 

- LABOR UNIONS , QEPT. OF EMPLOYMENT 

- Service clubs , yquth clubs 

- Personnel Associations - State/local service agencies 

- Teachers ^ Chamber of Commerce 

Care should be taken to clearly define the functions and responsibilities 

OF THE ADVISORY COMMITTEE. TwO THINGS MUST BE KEPT IN MIND. ThE COMMIT- 
TEE SHOULD UNDERSTAND (l) THAT ITS ROLE IS "ADVISORY," NOT POLICY-FORMING 
OR ADMINISTRATIVE, AND (2) THAT MEMBERS VOLUNTEER THEIR SERVICES AND 
SHOULD NOT BE BURDt.ILO WITH UNNECESSARY RESPONSIBILITIES. 

Public Health, Employment Security, Community Action Committees, Rehabili- 
tation OFFICES, Chamber of Commerce-, etc., are local agencies with which 

CONTACT SHOULD BE MADE AND MAINTAINED* COOPERATION BETWEEN THE SCHOOLS 
AMD VARIOUS LOCAL AGENCIES IS A MUST. THESE AGENCIES ARE A SOURCE OF 
SERVICES AND OPPORTUNITIES THAT CAN BROADEN THE BASE OF SERVICES AVAIL- 
ABLE AT THE SCHOOL. 
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Ill PLANNING A PROGRAM 



1. 


Only to the extent that the job placement program 




IDENTIFIES AND TACKLES STUDENTS* NEEDS VMLL IT GET 




the SUPPORT IT NEEDS* A COMPREHENSIVE, COOPERATIVE, 




STUDENT-*CENTERED APPROACH POSSESSES THE FLEXIBILITY 




AND UNITY OF PURPOSE TO MEET STUDENTS* NEEDS* 


2. 


<* 

A COORDINATOR SHOULD BE APPOINTED TO SPEARHEAD AND 




COORDINATE NECESSARY ACTIVITIES INVOLVED IN PLANNING, 




IMPLEMENTING, AND MAINTAINING THE PROGRAM* 


3. 


The major cost of implementing a job placement program 




IS SALARIES FOR QUALIFIED PERSONNEL TO COORDINATE AND 




SUPERVISE THE PROGRAM* 




Facilities needed are minimal* 
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In determining the approach around which a placement service will Bt OE- 
SIGNEDf SEVERAL MATTERS MUST BE CONSIDERED. THE FIRST IS THE DEGREE OF 
CENTRALIZATION ANd/oR DECENTRALIZATION. A CERTAIN AMOUNT OF CENTRALIZA- 
TION IS NECESSARY BECAUSE: (l ) IT IS IMPORTANT THAT A CENTRAL DEPOSITORY 
FOR PLACEMENT RECORDS BE ESTABLISHED; AND (2) IT IS LESS CONFUSING TO 
CLIENTS THAT ONE PLACE OF CONTACT BE ESTABLISHED. 

A COMPLETELY CENTRALIZED APPROACH WHICH SHUTTLES ALL STUDENTS IN THE 
DISTRICT THROUGH ONE OFFICE (UNLESS THE DISTRICT HAS ONLY ONE SCHOOl) 
IS USUALLY INEFFECTIVE BECAUSE MAJOR EMPHASIS IS GIVEN TO THE MECHANICAL 
ASPECTS OF JOB HUNTING AND GETTING. It IS VERY IMPORTANT THAT THE 
ACTUAL SERVICES NOT BE OBSCURED BY THE MECHANICAL ASPECTS OF THE OPERA- 
TION. 
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I OONT HAVE TIME TO DO EVERYTHlNGl 



A COMPLETELY DECENTRALIZED APPROACH 
WHICH LEAVES ALL PLACEMENT ACTIVITIES 
TO INDIVIDUAL TEACHERS OR GUIDANCE 
COUNSELORS IS USUALLY INEFFECTIVE 

because: (1) everyone's responsi- 

BILITY TURNS OUT TO BE NO ONE'S 

responsibility; (2) teachers do not 

HAVE SUFFICIENT TIME TO MAKE PERSONAL 
VISITS WITH employers; (3) ONE EMPLOYER'S OPERATION MAY RE(iUlRE WORKERS IN 
DIFFERENT SKILL AREAS SO THAT THE EMPLOYER MAY BE VISITED BY SEVERAL INDI- 
VIDUALS (taking up too much of the employer's time); and (/♦) GUIDANCE 
COUNSELORS SELDOM HAVE TIME FOR OFF-^CAMPUS TRIPS AND THEY SOMETIMES LACK 
UNDERSTANDING OF DIFFERENT SKILL AREAS IN WHICH STUDENTS ARE SEEKING JOBS. 

Some decentralization is necessary in order to share the work load and 

GAIN THE SUPPORT OF GUIDANCE COUNSELORS AND TEACHERS. ^"^^'^ ^i-*^^^ ^^CfH^ 

,. . Tc. hfJi^ Tne ^Tt'OtHr.^ 



A MORE EFFECTIVE APPROACH WOULD BE A 
COMPREHENSIVE, COOPERATIVE, STUDENT- 
CENTERED APPROACH. Such an approach 

INVOLVES a coordinator, GUIDANCE 
COUNSELORS, TEACHERS, ADMINISTRATORS, 
PARENTS, EMPLOYERS, AND STUDENTS. ThE 
FOCUS OF THIS APPROACH IS ON THE STUDENT 
HIS NEEDS, ABILITIES, AND ASPIRATIONS 



V', 




AND ON THE SCHOOL'S RESPONSIBILITY FOR ASSISTING HIM TO TAKE HIS NEXT STEP. 



An effective job placement program cannot be carried on in isolation of 

THE other aspects OF THE SCHOOL PROGRAM. THE TOTAL SCHOOL MUST DEVELOP 
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r avenues that lead to work with the same clarity and emphasis that is 

presently focused on college* 

Whichever approach is selected for implementation in a school or school 
system, two ingredienis are essential. they are: (1) fl exi b i l i ty-- the 
program can be folded, spindled, and organized to meet an individual 

student's needs; and (2) unity of purpose— a total cooperative EFFORT 

and committment by the school or school system to accept its responsi- 
bility for job placement. 

Job placement is a function of guidance. Therefore, most of the staff is 
probably already employed. planning then becomes a matter of extending 
or enriching the **job'' already being done by guidance personnel and 
teachers. 

( 

One of the keys to success is the appointment or as$ignm£Nt of one person 
to spearhead and coordinate those activities involved in planning, imple- 
MENTING, AND MAINTAINING THE PROGRAM. IN A SMALL SCHOOL DISTRICT, THIS 

coordinator may be the local director of vocational-technical education. 
In a larger school district having more than one high school, one person 

SERVING AS A FULL-TIME (12 MONTH) JOB PLACEMENT COORDINATOR SHOULD BE 

appointed. 

Usually, in the small system, no special problems concerning authority 

AND RESPONSIBILITY ARE LIKELY TO DEVELOP. IN THE LARGER SYSTEM, THE 
COORDINATOR MAY BE UNDER THE DIRECT SUPERVISION OF THE LOCAL DIRECTOR 

OF Vocational-Technical Education or the local director of guidance. 
^ In either case his responsibilities and authority must be identified 

AND ARTICULATED TO ALL OTHER PERSONNEL INVOLVED. 
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Before oeterhining qualifications for selection of a coordinator the 

DUTIES AND RESPONSIBILITIES HUST BE OUTLINED* SUCH AN OUTLINE HAY 

include: 

(1) Definition of job—coordinates all job placement activities and 

DIRECTS THE OPERATION OF THE JOB PLACEMENT OFFICE* 

(2) Relationship to other staff — 

A* directly responsible to • • • 

B, Coordinates own activities with those of the superintendent, 

THE local director, . • . 

C, confers with principles, guidance counselors, teachers, . • t 

D, WORKS WITH OTHER SUPERVISORS AND COORDINATORS • • . 

E« • • • 

(3) Duties and Respons|q;liti es 

A# Administrative role 

D. Coordinator role 

C* Teacher/teacher trainer role 

D. Advisor role 

E • • • • 

After due cons i deration Or the duties and responsibilities of the cooroin- 

ATOR, A SET OF QU/^L I F I CAT I ON S MAY BE PREPARED. FOLLOWING ARE TWO EXAMPLES 
WHICH MAY BE USED SEPARATELY OR IN COMBINATION. 
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(iUALIFICATION REQUIREMENTS— JOB PLACEHENT COORDINATOR 
1« Possesses ourcoiNGt but not ovERBCARiNCt personality* 

£• Enjoys working with youth and exhibits enthusiasm* 

3* Backgrouno experiences ^ight incluoe: 

-Course work in at least of the following: Industrial 

Education, Educational Psychology and GutOANCEt Business 
Education, Industrial Relations, Personnel MANAGEMENTt * * • 

-Work experience in at least of the following: Guidance 
counselor, vdcatidnal*-technical teacher, industrial arts 
teacher, personnel managt r, office management, public 
relations, « • • 

Has initiative ano displays the ability to follow through 

PROnPTLY* 

5# Willing to enroll in course work that woulo be helpful* 

ANO/OR 

1* Degree in industrial Education with at lea;^t 12 quarter hours 

OF COURSt work in GUIDANCE* 

2* Minimum of 3 years work experience av the journeyman level* 
3* Experiences in aohinistration ano office procedures* 

Regardless of the method of selection used or the qualifications required, 

ONE THING HUST BE KEPT IN MIND* WamELY, A JOB PLACEMENT COORDINATOR MUST 
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HAVE THE ABILITY TO EFFECT I VCLY COMMUMICATC WITH MV WORK WITH A VARIETY 

or personalities and situations. 

In addition to the coordinator, only secretary need be adoeo to the 
STAFF. Whether the secretarial service is hauf^tihe or full-time will 

DEPEND upon THE NUMBER OF STUDENTS BEING SERVED. 
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IV IMPLEMENTING THE PROGRAM 



1. 


Create interest ano actively work at ^'selling*' the 




IDEA OF A SYSTEM-WIDE JOB PLACEMENT PROGRAM. 


2. 


In oeveloping necessary forms ano proceoci?es, use the 




SURVEY OATA from SECTION ii ANO THE POLICY OECISIONS 




THAT MAY HAVE EMERGED IN PLANNING A JOB PLACEMENT 




PROGRAM* 


3. 


Group guioance techniques are among the best means 




OF MEETING STUDENT NEEOS ANO ATTAINING THE GOALS OF 




A JOB PLACEMENT PROGRAM* 



Job placement ooes not begin when a stuoent initiates his leaving school, 

NOR OOES IT BEGIN WITH HIS SENIOR YEAR* JOB PLACEMENT BEGINS WHCN A STU- 
OENT ENTERS THE HIGH SCHOOL (iF NOT BFFORE)* TEACHERS, GUIOANCE COUNSE- 
LORS ANO OTHER STAFF MUST REALIZE THAT THEY ARE SHAPING ANO FORMING A 
*'PR0OUCT" WHO WILL ENTER THE LABOR MARKET UPON LEAVING HIGH SCHOOL* IF 
THIS "PROOUCT" IS TO SUCCESSFULLY COMPETE, HE MUST Si*^ ARMEO Wl' i POSITIVE 
WORK HABITS ANO ATTITUDES ANO PATTERNS OF BEHAVIOR THAT ARE WORK ORIENTED* 
A COOPERATIVE ANO RELEVANT APPROACH IS NECESSARY TO MEET THESE NEEOS* 

To GET THE COOPERATION AND COMMITTMENT NECESSARY TO FACILITATE A JoB 

Placement program, the teachers, guidance counselors, and other staff 

MUST UNDERSTAND THE "WHY" 0^ THE PROGRAM AND HOW THEY FIT INTO THE OVER- 
ALL DESIGN* These two objectives may best be m^t through inservice and/or 
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WORKSHOPS (see APPENDIX PG._2l). TEACHERS AND GUIDANCE PERSONNEL THEM- 
SELVES MUST ASSESS THEIR OWN NEEDS AS A RESULT OF BEING MADE AWARE Of 
V/HAT IS EXPECTED OF THEM IN TERMS OF PERFORMANCE. 

An especially close working relationship must exist between the coordin- 
ator AND THE SCHOOL GUIDANCE PERSONNEL. COUNSELORS PERFORM FUNCTIONS THAT 
ARE ESSENTIAL TO THE SUCCESSFUL OPERATION OF YOUR JOB PLACEMENT PROGRAM. 
WITHOUT THE DCVELOPMEMT AND MAINTAINANCE OF THIS RELATIONSHIP, COUNSELORS 
MAY FEEL THAT THEIR RESPONSIBILITIES ARE BEING USURPED. DIFFERENCES OF 
OPINIONS THAT ARISE BETWEEN THE COORDINATOR AND GUIDANCE COUNSELOR MUST 
BE RESOLVED QUICKLY, PROFESSIONALLY, AND IN THE STUDENTS' BEST INTERESTS. 

Many potential problems can be alleviated by "selling" the idea of a 

SYSTEM-WIDE JOB PLACEMENT PROGRAM AND INVOLVING THE GUIDANCE COUNSELORS 
AS EARLY AS POSSIBLE IN THE DEVELOPMENT OF GOALS AND PROCEDURES. 

The outcomes of a workshop/inservice should be numerous. One of these is 

THE identification OF SPECIFIC AREAS OF COOPERATION BETWEEN THE COORDINATOR 
AND C0Ui>2SEL0R SUCH AS: 

The coordinator can contribute to a smooth-working relationship 
with counselors by 

1) Assisting counselors with individual and group orientation 

TO VOCATIONAL PROGRAMS AMD JOB PLACEMENT SERVICES. 

2) Cooperating with the counselor in collecting and dissemin- 
ating INFORMATION IN THE SCHOOL. 

3) Assisting the counselor in interpreting follow-up data and 

making suggestions CONCERNING CURRICULUM CHANGES IN VOCA- 
TIONAL-TECHNICAL PROGRAMS. 
^) . . . . 
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While it is necessary that the coordinator establish and maintain good 

WORKING relationships WITH ALL TEACHERS, THE CLOSE COOPERATION AND SUPPORT 
OF THE VOCATIONAL-TECHNICAL STAFF IS ESPECIALLY IMPORTANT. AlU THE "PRO- 

ducts^' the coordinator will work with have daily contact with the instruc- 
tors and under their supervision develop both the specific job skills and 
patterns of behavior that will determine the type of recommendations that 
will be made to a prospective employer. vocational instructors also have 
an opportunity to provide career guidance relevant to the skill needs and 
job opportunities in the community. the coordinator should keep the tea- 
chers informed. 

Here again inservice and/or workshops are called for in order to (1) iden- 
tify AND DEFINE AREAS OF RESPONSIBILITY AND COOPERATION, (2) DEVELOP 
INSTRUCTIONAL GUIDELINES AND MATERIALS, AND (3) PROFESSIONALLY AND QUICKLY 

resolve differences of opinion and over-come negative attitudes. 
The business/industry community has tri-mendous resources that can be 

UTILIZED to the BENEFIT OF STUDENTS. BECAUSE THE PRIMARY RESPONSIBILITY 

of contacting the employing community rests with the coordinator, the 
administration must cooperate by allowing sufficient time to fulfill this 
responsibility. 

Probably the biggest "selling'* job of all is convincing employers that 
they should consider the school as a source of competent and willing 

WORKERS. In order TO FACILITATE A TWO-WAY COMMUNICATION BETWEEN THE 
business/industry COMMUNITY AND THE SCHOOLS, IT IS ESSENTIAL THAT THE 
COORDINATOR ESTABLISH AND MAINTAIN A PLEASANT RELATIONSHIP. SOME MEANS 
OF ACCOMPLISHING THIS OBJECTIVE ARE: 
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THc WISE USE OF ADVISORY COMMITTEES* 
INCREASING EMPLOYER INTEREST IN 
CURRICULUM BY SIMPLY ASKING HIS 
ADVICE ON SKILLS AND ATTITUDES 
DESIRABLE IN HIS BUSINESS* 
SHOWING APPRECIATION FOR EMPLOYER- 
LUNCHEONS OR BANQUETS, AWARDS OF 
RECOGNITION, CERTIFICATES OF 
APPRECIATION, THANK YOU NOTES, 
ETC* 

making contacts reasonably bri£f 
but long enough to be effective* 

In this role of contacting employers for the purpose of bringing the 
"consumers'* (employers) and "products*' (occupationally trained students) 
together, the coordinator .can be effective in promoting good public re- 
lations not only for vocational programs but also for the entire educa- 
tional system* 

Actual implementation, management, and paper flow procedures will be de- 
termined BY THE SURVEY DATA AND POLICY DECISIONS MADE DURING THE PLANNING 
PHASE AND ARE THEREFORE PECULIAR TO THE LOCAL SITUATIONS* HOWEVER, SOME 

general considerations arc in order* 

Procedure and policy tend to become so intertwined that identification 
of either is nearly impossible* policy decisions should provide the 
guidelines, directions and boundaries and be rather broad and general* 
Procedures, on the other hand, should provide the ways and means - the 
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ACTUAL SEQUENCE AND MANNER IN WHICH TASKS ARE TO BE PERFORMED. 

Some items to consider, for which procedures and/or forms may be necessary 
are: 

1) registering students with the job placement office 

2) gathering information from students 

3) getting information to students 

k) EXCHANGING INFORMATION WITH EMPLOYERS 

5) FOLLOW-UP VISITATIONS AT WORK SITES 

6) SCREENING AND RECOMMENDING APPLICANTS FOR JOB OPENINGS 

7) PUBLICIZING THE PROGRAM 

8) KEEPING TEACHERS AND GUIDANCE COUNSELORS INFORMED 

9) COMMUNICATING WITH PARENTS 
10) ... . 

An EFFICIENT SYSTEM OF MANAGEMENT CAN BE ACHIEVED THROUGH THE USE OF 
APPROPRIATE FORMS. V/lTHOUT THEM, THE COORDINATOR AND OTHERS WILL SPEND 

[ MORE TIME IN PAPER FLOW THAN IN MAKING 

I 

ARE ALL THESE FORMS CONTACTS with students and employers. 

NECESSARY? 

The goals and services will become ob- 
scured BY THE OPERATION. V/ITH A SYSTEM 
OF FORMS DESIGNED TO FACILITATE THE 
OPERATION, MANY FUNCTIONS CAN BE SHIFTED 
TO CLERICAL PERSONNEL. |N INITIATING A 
JOB PLACEMENT PROGRAM, TIME SHOULD BE 
SCHEDULED TO DESIGN A SET OF SIMPLE, 
EFFICIENT FORMS. THE FEWER FORMS THE BETTER. APPENDED TO THIS DOCUMENT 
ARE SOME EXAMPLES OF FORMS. WHATEVER APPROACH IS TAKEN, AN INFORMATIONAL 
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SYSTEM MUST BE ESTABLISHED AND MAINTAINED BY THE COORDINATOR. 

In A SYSTEM-WIDE JOB PLACEMENT PROGRAM THE GUIDANCE COUNSELOR IS THE 
IN-SCHOOL HUB OF ACTIVITY. WHEN STUDENTS ENTER THE SCHOOL, THEY SHOULD 
BE INFORMED AS TO THE OPERATION OF AND THE SERVICES PROVIDED BY THE JOB 
PLACEMENT PROGRAM AS A REGULAR FUNCTION OF THE GUIDANCE DEPARTMENT. 

Students interested in employment should be encouraged to contact the 

GUIDANCE OFFICE. IN ADDITION TO ACCEPTING THE RESPONSIBILITY FOR IN- 
FORMING THE COLLEGE BOUND, GUIDANCE PERSONNEL MUST ALSO ACCEPT THE 
RESPONSIBILITY FOR INFORMING THE "jOB" BOUND. 

As MENTIONED IN THE PRECEDING SECTION, IT IS THE COOF D I NATOR ' S RE- 
SPONSIBILITY TO CREATE AND MAINTAIN AN INFORMATION SYSTEM. SUCH A 
SYSTEM INVOLVES THE DISSEMINATION OF INFORMATION TO AND THE GATHERING 
OF INFORMATION FROM STUDENTS AND TEACHERS. THE DEGREE OF COOPERATION AND 
COMMITTMENT OF THE GUIDANCE PERSONNEL IN EACH SCHOOL WILL DETERMINE THE 
SUCCESS OF THE INFORMATION SYSTEM AND THE OVERALL EFFECTIVENESS OF THE 

job placement program. 

Group guidance is one of the techniques used to help students adjust to 

THEMSELVES, TO OTHERS', AND TO THEIR ENVIRONMENTS. GROUP GUIDANCE SESSIONS 
ARE DESIGNED TO HELP EACH STUDENT GAIN GREATER INSIGHT INTO HIS BEHAVIOR 
AND THE FORCES WHICH INFLUENCE HIS LIFE. FROM BIRTH TO DEATH, INDIVIDUALS 
ARE ALMOST CONSTANTLY INVOLVED IN GROUP SITUATIONS - FAMILIES, SCHOOLS, 
AND URBAN AND RURAL SOCIETIES. |N PRESENTINP GUIDANCE THROUGH GROUP 
SITUATIONS, THE VALUE OF INSTRLCTION IS HEIGHTENED BOTH IN TERMS OF IN- 
DIVIDUAL DEVELOPMENT AND INTERPERSONAL RELATIONSHIPS.. (SEE APPENDIX PC. 21*) 
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In considering group procedures as a means of meeting student needs and 

ATTAINING THE GOALS OF A JOB PLACEMENT PROGRAM, SEVERAL FACTORS MUST BE 
KEPT IN mind: 

1. Group procedures are a vital part of the program. 

2. Group procedures are considered a complement of, not a substi- 
tute FOR, INDIVIDUAL COUNSELING. 

3. Group guidance offers students an opportunity to air their 

COMMON PROBLEMS, 10 DISCUSS MUTUAL TOPICS OF INTEREST, AND TO 
IMPROVE THE ABILITY TO WORK, STUDY, AND PLAN TOGETHER. 

k. Group guidance sessions expedite the dissimination and gather- 
ing OF INFORMATION. 
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PROVIDING FOR JOB PLACEMENT EVALUATION 



1. State ano local plans are usually required to contain 

PROVISIONS FOR PERIODIC ANO CONTINUOUS EVALUATIONS. 

2. The costs of evaluations are re imburseable expenses. 

3* Evaluative criteria are oeriveo from program objectives; 

HOWEVER, PROFESSIONAL ASSOCIATIONS, RESEARCH CENTERS, 
ANO ACCREOITING ORGAN I ZAT I ON S CAN PROVlOE GUIOELINES FOR 

formulating criteria. 

The staff to be evaluateo shoulo participate in formu- 
lating CRITERIA ANO IN MAKING THE EVALUATIONS. 

5* The Job Placement programs shoulo be evaluateo (a) in 

TERMS OF STUOENT OUTCOMES ANO EFFECTS ON THE COMMUNITY 

ANO (b) on program CHARACTERISTICS ANO OPERATING PRACTICES. 
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The iy68 Amendments requires that State plans contain provisiuns for period- 
ic ANO continuous EVALUATION OF STATE ANO LOCAL PROGRAMS, SERVICES, ANO 
ACTIVITIES. EVALUATION SHOUUO BE OF SUFFICIENT EXTENT ANO FREQUENCY TO 
ENABLE STATE BOAROS TO CARRY OUT THEIR FUNCTIONS AND TO FULFILL THE PUR- 
POSES OF THE Amendment. The costs of such evaluations are supported with 

FUNDS FROM ALLOTMENTS PROVIOEO UNOER THE AMENDMENT. 

Appropriate well-stated program objectives and carefully thought-out 

WRITEN POLICIES AND PROCEDURES FACILITATE THE PROCESS OF EVALUATION. 
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Criteria for evaluation are specif ieo in State Plans: however, a local 

EOUCATIONAL INSTITUTION OR AGENCY IS LIKELY TO NEEO A MORE OETAILEO TYPE 
OF EVALUATION IN OROER TO AOJUST PROGRAMS, SERVICES, ANO ACTIVITIES SO 
THAT THEY WILL FULFILL LOCAL PROGRAM PURPOSES, 

Professional organization's such as the A.V.A., accreoiting associations 
SUCH as the National Society for Seconoary School Evaluation, ano state 
research cooroinating units have evaluative criteria which may be useful 

IN ESTABLISHING CRITERIA FOR EVALUATING *IOB PLACEMENT PROGRAMS. 

V/HEN A PROGRAM IS BEING CVALUATEO, THOSE WHOSE WORK IS TO BE APPROVEO 
SHOULO BE INVOLVEO IN OfiTERMINiNG THE CRITERIA TO BE USEO ANO IN THE 
ACTUAL PROCESS OF EVALUATION. If THEY HAVE A PART IN THESE ACTIVITIES, 
STAFF MEMBERS ARE MORE LIKELY TO ACCEPT THE EVALUATION ANO TO STRIVE FOR 

program improvement. 

Accreoiting associations ano other eoucators often evaluate programs on 

THE basis of program CHARACTERISTICS ANO THE EXTENT TO WHICH RECOMMENDED 
PRACTICES ARE FOLLOWED. It IS NECESSARY TO DESCRIBE AND MEASURE PROGRAM 
characteristics; however, programs are ULTIMATELY EVALUATED IN TERMS OF 
THEIR EFFECTS ON SUCH FACTORS AS EMPLOYMENT OF GRADUATES, RETENTION AND 
O/O RATES, NUMBERS OF GRADUATES IN JOBS COMMENSURATE WITH TRAINING, AND 
JOB PERFORMANCE OF TIDSE WHO RECEIVED TRAINING AS OFPOSED TO THOSE WHO 

DID NOT. Therefore, both student outcomes and program characteristics 

MUST BE EVALUATED IN ORDER TO DETERMINE WHAT COMBINATION OF THESE 

factors achieves the desired program objectives. 

The following types of information should be considered in evaluating 
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Job Placement program outcomes: 

1. Number of students served 

2. Number of staff involved 
3« Follow-up data 

Impact of the program on drop-out rates 
5. Impact o^ the program^on youth unemployment rates 
6t Evaluations by employers 

USUALLY THE FOLLOWING KINDS OF INFORMATION APE CONSIDERED IN EVALUAtiNG 
PROGRAM CHARACTERISTICS: 

U Organization 

Methods of staffing, use of advisory committees, student 

REGISTRATION PRACTICES, COOPERATING WITH OTHER AGENCIES, ETC< 

2. Physical facilities 

3. Staff 

^. Methods of evaluation 

5. Activities 
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The following is a brief oescription of a "co-op'* program being used 
IN Knox County (Tennessee) to provioe pre-graouation work experiences 

FOR vocational STUOENTS. THERE ARc TWO BASIC REASONS FOR IMPLEMENTING 
SUCH A PROGRAM, NAMELY, TO PROVIOE THE YOUNGSTER AN OPPORTUNITY TO 
BEGIN USING, ON A PART TIME BASIS, THE SKILLS HE !^AS OEVELOPEO ANO TO 
REOUCE THE NUMBER OF PLACEMENTS AT GRAOUATION. 

StUORNTS SHOULO be in their FOURTH SEMESTER (oR BEYONO) OF TRAINING 
TO BE ELIGIBLE TO PARTICIPATE IN "CO-OP." THE INSTRUCTOR'S RECOM- 
MENOATIONS, PARENTS' APPROVAL, ANO PRINCIPAL'S APPROVAL ARE NECESSARY* 

• The WORK done by the "co-op" stuoent must be directly relateo to his 

TRAINING PROGRAM, ThE STUOENT WILL STILL BE ENROLLEO IN HIS VOCATION- 
AL CLASS BUT WILL GO TO HIS PLACE OF EMPLOYMENT IN LIEU OF ATTENOING 
CLASS, He must, however, BE PRESENT IN ALL OTHER CLASSES ON HIS SCHEO- 

ULE, Failure to meet attenoance requirements in all classes or on the 
job will necessitate a stuoent being oroppeo from the "co-op" program, 
If a job is available that would require a change in the student's 

SCHEDULE, SUCH CHANGES CAN BE INITIATED THROUGH THE GUIDANCE OFFICE, 

!• Requirements aho Procedures 

— Success in a vocational program for a minimum of three semesters . 
The prospective co-op student must be enrolled in a training pro« 
gram ano, according to individual program requirements, must be 
successful fdr a minimum of three s emesters— succe s sful not only 
in skill or technical development but also in attitudes toward 

OTHERS ANO WORK, 

( — Recommendation of Instructor 

Upon receiving information from the job placement office or other 
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SOURCE CONCERNING A JOB DESCRIPTION, THE INSTRUCTOR'S RECOHHENDA- ) 
TION AS TO WHETHER A STUDENT IN HIS PPOGRAH IS CAPABLE Of PERFORH- 
ING IN THAT JOB DESCRIPTION WILL BE REQUIRED. 

-►■ ^Approval of PRir4CiPAL 

ANYTIHE a STUDENT IS TO BE *'CO-OPEO" (WORKING DURING SCHOOL HOURS) 
THE PRINCIPAL'S PERHISSION IS A REQUIREMENT. 

«* ^COHPLETION OF APPLICATION ANO INTERVIEW 

The J06 PLACEMENT OFFICE WILL SUPPLY THE GUIDANCE OFFICE WITH A 

form on which the student will hme application to participate in 
the co-op program. this form will be used for (1) student practice 
in filling out an application and (2) aid in the record keeping of 
the job plact.lent office. secondly, an interview with the student 
by the coordinator < ll be held. one reason for the interview is 
to again let the student "practicf'* getilng a job. the instructor's 
recomhenoations and a resume must accompany each co-op application. 

— Matching Opportunities to the Students Training and Abilities 
a student will not be placed in a co-op situation unless the job 
available is in the same *'fari!ly'* as his training. also, if a 
particular job description requires skills that the prospective 
student-worker cannot perform on a beginning level, he will not 
be placed unless the employer is informed of the situation and 
gives hi s approval. 

—Parental Approval and Transportation 

Parents must give their permission for a student to participate 
in the co-op program. This student-worker must have dependable 
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transportation to and from his site of employment, 
— Safety 

Sefore a work station is approved for co-op the prospective place 
of employment will be visisteo by the coordinator and a safety 
check will be make. 

Evaluation of Student-worker 

The coordinator will be responsible for visiting the work site to 
secure an evaluation of the student-worker, (however, teachers 
and others are encouraged to make short visits.) the information 
gathered will be forwarded to the guidance department and the in- 
structor. 
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JOB PLACEMENT WORKSHOP 
FOR COUNSELORS 9-12 



What: Job Placement Workshop 

Who: Knox County Guioance Counselors 9-12 

Rationale 

Placemtnt of a stuoent in a full time job commensurate with his training 

IS THE responsibility OF THE SCHOOL. In OROER TO INSURE A SUCCESSFUL 
TRANSITluN FROM SCHOOL TO THE WORLO OF WORK WE MUST BEGIN JOB PLACEMENT 
WHEN A STUOENT ENTERS THE SCHOOL, NOT WHEN HE iS INITIATING HIS SEPARA- 
TION. Therefore, it is necessary that we ioentify ano oevelop procedures 

ANO MATERIALS TO BE USEO BY GUIDANCE COUNSELORS IN AOORESSING THEMSELVES 
TO THEIR RESPONSIBILITIES IN fHE AREA OF JOB PLACEMENT. 

Objectives 

-Counselors will better understano the job placement program ano their 
involvement 

-Counselors will ioentify materials ano proceoures for implementing a 

systemwioe job placement program 
-Counselors will better understano group oynamics ano how they may use 

SUCH TECHNKiUES FOR GATHERING ANO D I S SEM I NAT . rtG INFORMATION 

Schedule 

FIRST DAY 

10:00 - 10:30 General Meeting 

INTROOUCTIONS AND OBJECTIVES OF WORKSHOP 

10:30 - 11:30 General Meeting 

(Tentative) Vocational Choice and 
Guidance 

11:30 - 12:30 LUNCH 

12:30 - 1:30 . role Functions 



1:30 - 2:30 
2:30 - 3:00 
3:00 - 6:00 



Job Placement and the Counselor 

(V/ORKSHOP coordinator) 

Organize in small groups. Assign work 

FOR EACH GROUP. {k^S MEMBERS EACH) 

Small Working Groups 
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SECOND DAY 

8:00 - 8:30 BREAKFAST 

^•30 - 10-00 Counselor Input 

Workshop coordinator 
(Where Are We?) 

'0^00 - ^^^30 SHALL Group 

Group 1: Workshop coordinator 
Group f| and III: Small group work 

(continue on work) 

11:30-12:30 lUNCH 

12:30 - 1:30 small Working Groups 

Group I and III: Working Groups 
Group II: Workshop cooi inator 

1:30- 2:30 gpoup , ,,. ^^^^^ working groups 

2:30 - 3-30 ^"""'^ '"* ^'ORI^SHOP COORDINATOR 

Smalu working groups for wino-up 

5^3° - 5:30 General meeting 

1. Group guidance Tech. and counselor 

I NPUT 



5:30 - 6:00 



panel: "What Are You Going To Do Now?" 
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Example - Group Guidance Unit 

WHY WORK? 

Objective: To explore the question **Why Work?*' 
Goals (outcomes): 

U Stuoents will better unoerstano why working is necessary. 
1. Stuoents will be able to express why they are preparing to enter the 
worlo of work. 

3. Stuoents will unoerstano that to succeeo they must set goals ano to 
reach those goals planning, training, ano work are requirements. 

(Write in specific performance objectives.) 



'•Why work?" \. m unit whose purpoSc is to raise some basic ano challenging 

QUESTIONS ABOUT THE ROLE OF WORK IN AN INOIVIOUAL'S OEVELOPMENT. ThE IOEAS 
OR POINTS OF VIEW PRESENTEO ARE LIMITEO TO THREE: (1) V/ORK AS A MEANS OF 
EARNING A living; (2) WORK AS A MEANS OF ACHIEVING SATISFACTION; ANO (3) 
WORK AS A MEANS OF WHAT WILL YOU DO WITH 100,000 HOURS? SOME OTHER POINTS 
OF VIEW AN INSTRUCTOR ANd/oR GUIDANCE COUNSEUORS MAY WISH TO PRESENT ARE: 
(1) WORK AS AN OUTLET FOR ENERGY; (2) WORK AS A MEANS OF VENTING HOSTILE 
AND AGRESSIVE DRIVES. 

How IMPORTANT |S A CAREER? MaYBE YOU'VE HEARD IT SAID, "A JOB IS A JOB.*' 

Maybe you've seen 16-year-dlos like II^len who actually got married rather 
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THAN MAKE UP HER MINO ABOUT A CAREER. Or MAYBE YOU'VE KNOWN YOUNG FELLOWS 
LIKE TERRYe He'O NEVER ONCE COME TO TERMS WITH THE QUESTIONS, SO HE RUSHED 

out ano joineo the military, thinking somehow his questions woulo take 
care of themselves by the time he got out* terry marrieo while in uniform, 
now is the father of two children, ano is having a rough go of it at what-* 
ever kino of work he can pick up* 

Perhaps you've felt like Anne who declared, ^M'm so confused and mixed up 
trying to decide. i sometimes wish i could stay in school the rest of my 
LIFE* It's easier than trying to plan what you're going to dd#'* 

And then there is Pete who says, ''Ah, listen, Mm young; don't you get the 
message? i want to enjoy myself first," 

to a large degree, most people take work fdr granted; it is a necessary 
part of life# this ddes not mean that people can fully realize what work 
means to them, although leisure, better home living, and social partici- 
PATION ARE EMPHASIZED IN THE UNITED StATES' WAY OF LIFE, V/ORK CONTINUES 
TO BE THE CENTRAL DEMAND OF MODERN LIVING. THE OTHER ACTIVITIES OF DAILY 
LIFE DEPEND IN LARGE MEASURE UPON THE NATURE AND CONDITION OF ONE'S WORK. 

Our society considers it only natural that each member enter the labor 
FORCE. Throughout childhood and beyond an individual is continually asked, 
*'What are you goint to be?" In other words, almost from birth an individual 

is made aware of the necessity to focus on an OCCUPATfONAL FIELD AND USE 
WORK AS A GATEWAY TO MEETING HIS NEEDS IN OTHER AREAS OF LIVING. 

V/ORK HAS NOT ALWAYS BEEN CONSIui.K£D A DIGNIFIED POSITION. TO THE GREEKS, 
WORK WAS A CURSE* THE ROMANS THOUGHT MUCH OF WORK WAS VULGAR; AND THE 
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Hebrews thought it was a form of drudgery* The modern attitude toward work 

EVOLVED SLOWLY FROM THE BEGINNING OF CHRISTIANITY AND AS AN EVENTUAL OUT- 
GROWTH OF THE Industrial Revolution* Now work is emerging as more than a 

METHOD FOR EARNING A LIVING; IT HAS BECOME A MEANS OF ACHIEVING SATISFAC- 
TION* 



Introduce unit 



Show filmstrip "Why Work At All?*' Guidance Associates 



Dl SCUSS QUESTIONS 

Do YOU KNOW ANYBODY WHO DOESn't WORK? HOv/ DOES THAT PERSON OCCUPY HIS 

time? do you think he is to 3e envied? 

If you didn't have to work for money, what would you do instead? Is 
that work? 

- Mr* Newkan says that "You are independent when you provide for your- 
self WHAT YOUR PARENTS ONCE PROVIDED FOR YOU*" IS THAT A GOOD 
DEFINITION OF INDEPENDENCE? |S THERE ANYTHING YOU WOULDADD? 

Tom obviously thinks money is the chief reason why people work* 
do you agree with him? do you think your parents would agree with 

HIM? 

do you think it is important to see the finished product? if you do, 
then do you think being part of ah automobile assembly line coulo 6e 
satisfying? 

Activities 

Have each student make a list of *'The Three Things I Want Most In 
Life*" Discuss the role of work in these preferences* 
Debate this question: Can a woman work and still be a successful 
wife and mother? 
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STUDENT INFORMATION RECORD 
KNOX COUNTY SCHOOLS 
JOB PLACEMENT CENTER 



NAME 



ADDRESS 



_SCHOOL_ 
ZIP 



PROGRAM 



PHONE 



D.O.B. 



do you live with parents?_ 
Name 



Guardian? 



Address 



ReLAT I VE? 



Other? 



What is your social security number? 



Year to graduate? 



PREVIOUS EMPLOYMENT HISTORY 



Employer 


DUTI ES 


How LONG? 


Reason for 
Leaving 











































Below list other experiences you have had which has helped you prepare for 

EMPLOYMENT (INCLUDE COURSEWORK). 



What awards & recognition have you received? 



^ What are your hobbies/interests? 
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Days 
Absent 



9th^ 
IOth^ 

llTH^ 

12th 



Referrals & 

Dl SPOSITION 
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INSTRUCTORS RECOMMENDATIONS. (See Attachhent HI in Knox County GuIoe.) 



ATTITUDE & INTEREST 

^Enthusiastic 

Interested 
^sohewhat indifferent 

N ot interested 

ADAPTABILITY 

Adjust easily 

G ood team worker 

^Has difficulty working 

with others 

A ntagonizes fellow 

WORKERS 

APTITUDE 

G rasps ideas very quickly 
Above average 

R ather slow to learn 
Very slow 



DEPENDABILITY 

^Entirely dependable 

R equires little 
supervi sion 

^Sometimes neglectful 

^Unreliable 

INITIATIVE 

^Takes hold readily 

^goes ahead reasonable 

WELL 

S omewhat lacking 
L azy 

QUALITY OF WORK 

E xcellent 

^Above average 

below average 

Very poor 



JUDGEMENT 



_^DUPLAYS EX- 
CELLENT COMMON 
SENSE 

^Usually does 
the right 

THING 

^Occasionally 
USES poor 
judgement 

^Very poor- 
rash 



COMMENTS - (WORKHABITS, SPECIFIC SKILLS, MACHINES, WPM, ETC* AND COMMENTS 
ON ANY OF above) 



COUNSELING RECORD, (See Attachment n in Knox County Guide, especially 

2A, kZ, AND 6) 
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INSTRUCTIONS FOR COHPLF.TING STUDENT INFORMATION RECORD, JOB PLACEMENT CENTER. 



Name - full name, if married list full maiden name then add married 

NAME IN ( ), I.E. MARY KAY JONfS (SmITH) 

School - name of school, i.e. Carter High, Powsll High 

Program- vocational class in which enrolled, i.e. Auto Industries, VOE, 

Address - complete, include street or route number, street or road, post 
off ice, and zip 

Phone - own or where student may be reached. 
D.O.B. - Date of Birth - 19 Nov 37 

OO YOU live ... ? CHECK ONE? ASSUMING THE PERSON WITH WHOM THE STUDENT 
RESIDES IS ALSO THE ADULT LEGALLY RESPONSIBLE FOR THE STUDENT. 

Name - Parent/guardian full name 

Address - Parent/guardian address, £ompj^ onmt jf d^ffe^ 

Social Security No. - |f student does not possess a social security number 

FILE APPLICATION TO SECURE ONE. * 

Year to graduate - School year (e.e. 72-73) student expects to graduate. 
Previous employment - Any and all; regardless of length, duties, part-time 

FULL-TIME, PAID OR NOT PAID. IF STILL WORKING, ENTER "PRESENT" ' 
UNDER REASON FOR LEAVING. 

. . . OTHER EXPERIENCES ... - ESPECIALLY EXPERIENCES OF WORKING WITH OTHER 
PEOPLE, I.E. FOOTBALL 3 YEARS; OFFICER IN YOUTH CLUB - LOCAL, 
REGIONAL, STATE, NATIONAL; SCHOOL PUBLICATIONS. 

. . . Awards & Recognition ... - School letters, youth club awards, 

OFFICERS ELECTED TO, COMMUNITY AWARD s/reCOGN I T I ON , ETC. 

Hobbies/interests? - What does the student like to do with leisure time - 
either participant or spectator? 

Days absent - taken from permanent records. Long absences should be ex- 
plained UNDER "COUNSELING RECORD." 

Referrals & Dispositions - Space for Job Placement Office. Do not write 
in thi s space. 



^ KNOX COUNTY SCHOOLS JOB PLACEMENT CENTER 

SOME CHARACTERISTIC CONSIDERATIONS 
FOR PROSPECTIVE CO-OP STUDENTS 

Instructors may wish to use this form before they make a recommenda- 
tion TO GUIOE their EVAIUATION OF A STUOENT WHO IS SEEKING PARTICIPATION 
IN THE CO-OP PROGRAM. 

1 • APTtTUOE ANO TALENT 

A. Graoe RECORO 

B. Creativity 

C* OVEr/uNOER ACHieVER 

D. Manual Dexterity 

2. Vocational interest ano Vocational maturity 

A. Stuoent's career goals 

B. Student's plans for future locations of employment 

C. V/lLLlNGNESS TO ACCEPT RESPONSIBILITY 
D» ReCORO of ATTENOANCt' ANO PUNCTUALITY 

E. Work habits 

F. Extra-curricular activities 
3* Emotional Stability 

A. Control of tfmper 

B. Nervousness 

C. Temperament 

^. Personality Factor s 

A. Self-starter/lethargi c 

B. Sense of humor 

C. General outlook on life 

D. Character (honesty, loyalty, morals, ambitions) 

( 
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Health 

A. General health 

B. Stamina 

Socic-^EcoNOMtc Background 

A. Neeo to supplement family income 

B. Parental aspirations for their ch 

C. Employment patterns of family 
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PRELIMINARY APPLICATION FOR Eh«>LOYMENT ^ CO-'OP 

DATE 



NAME 



PHONE 



Last First Mi dole 
ADDRESS 21 p 



Do YOU LIVE WITH PARENTS GUAROIAN RELATIVES FRiENO 



OTHER 



Date of Birth Single Male Maried Female^ 

S«S. No» Locality Preferreo 

What is your oraft status? 



Training ano/or Employment Recoro (Incluce High School) (List Subjects and 

EXPERIENCES YOU FEEL PREPARED YOU FOR WORK). 

Program or Reason for 

School or Employer Aooress Kino of Work when Leaving 



LIST ANY MACHINES, TOOLS, EQUIPMENT, ETC. YOU FEEL YOU CAN HANOLE ESPECIALLY 
WELL. 



NUMBER IN FAMILY |S IT NECESSARY FOR YOU TO SUPPLEMENT THE FAMILY INCOME? 



Do YOU HAVE ANY PHYSICAL CONDITION THAT MAY LiMiT YOU? |F YES, PLEASE 

EXPLAIN 



If neeoeo for work, oo you have: 

Drivers License ^Special CLOTHuk ^Other 

^TOOLS TRANSPORTAT ION 



Signature of Applicant (Student) 



CC FOR CD - Coop Form #1 



I HEREBY GIVE MY PERMISSION FOR THE ABOVE NAHCO STUDENT TO PARTICIPATE IN PART 
TIME EMPLOYMENT IN THE VOCATIONAL PROGRAM IN WHICH HE OR SHE IS ENROLLED. 



Signature Parent/Guardian 

INSTRUCTOR 

I HEREBY MAKE THE FOLLOWING RECOMMENDATION CONCERNING THE NAMED APPLICANT. 



DATE 



INSTRUCTORS SIGNATURE 



PRINCIPAL 

I HEREBY GIVE MY PERMISSION FOR THE NAMED APPLICANT TO PARTICIPATE IN THE COOP 
PROGRAM AS ADMINISTERED BY THE CONTEMPORARY CURRICULUM FOR CAREER DEVELOPMENT 
ACCORDING TO THE FOLLOWING SCHEDULE. 



DATE 



SIGNATURE OF PRINCIPAL 
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Parents^ Permission & Wavier Form 
Knox County Schools Job Placement Center 



HAS MY PERMISSION TO PARTICIPATE IN 



THE VOCATIONAL CO-OP PROGRAM AS AOMINISTEREO BY KNOX COUNTY DEPARTMENT OF 

Public Instruction. 

I HEREBY RELEASE THE SCHOOL AND THE KnOX CoUNTY BOARO OF EDUCATION 
FROM ANY RESPONSIBILITY INVOLVED IN THE ABOVE NAMEO STUDENT TRAVELING 
TO AND FROM WORK. 



DATE P^R£NTS/GUAR0I AN SIGNATURE 



— - — —--—CUT OFF AND RETURN TOP PORTION W|TH APPLICATION- 



Oear Parent or Guaroian, 

( In oroer that you may become better acquainted with the co-op program 

please note the following information: 

'-The stuoent-worker must carry ano maintain satisfactory grades in 
re<)uired and elective course work (|n adcitidn to vocational pro- 
gram) that will meet graduation requirements* 

-a minimum of fifteen (15) hours pcr week will be spent on the job 

IN LIEU OF ATTENDING HIs/hER REGULARLY SCHEDULED VOCATIONAL CLASSES 
AT THE SC;iDDL, FDR WHICH APPROPRIATE UNITS OF CREDIT WILL BE 
AWARDED. 

-There will be a try-out period of four weeks to see whether the 
student-worker is suited fdr the job ano if the job is of suffi- 
cient challenge and provides learning experiences beyond what 

he/she can be provided in the classroom. |F necessary, APPROPRI- 
ATE CHANGES WILL BE ARRANGED* 

It IS OUR DESIRE THAT THROUGH THE CD-DP PROGRAM YOUR CHILD CAN BE 
GIVEN A VARIETY OF LEARNING EXPERIENCES THAT CANNOT BE DUPLICATED IN A 
CLASSROOM. At the same time that he/she is gaining EXPERIENCE AND GET- 
.ING CREDITS FOR GRADUATION, HE/sHE IS ALSO EARNING* 

To A LARGE DEGREE, YOUR CHILD'S SUCCESS |N COPING WITH THIS ADDED 
RESPONSIBILITY WILL DEPEND ON THE SUPPORT YOU ARI^ WILLING TO GIVE* WE 
^ HOPE YOU WILL BE MINDFUL OF ANY NEGATIVE WORK HABITS OR ATTITUDES THAT 
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JJl.?!^^wLr°/"' '^^^ ENCOURACEHENT .N DEVELOPING 

POSITIVE WO^K HABITS ANO ATTITUOES NEEDEO TO MEET THE CHALLENGE, 

COUNSEL^r^T^rJ^Por*' "'T" THE EMPLOYER. GU.OANCE 

933-575't °" QUESTIONS, please contact me at 922.7/f27 or 



Sincerely yours, 



Waltcr E. McMillan 

Job Placement Cooroinator 

Ksox County Schools 



SAFETY CHECKLIST 



-To BE COMPLETED BY THE COORDINATOR BEFORE "STUDENT IS APPROVED FOR •'CO-OP." 
On site visit must be made and observations recorded immediately AFTER 
VISIT. 

1. Insurance Company (Workmans Compensation) 

2. L IGHTING - ADAQUATF 

3. Ventilation - fumes, oust. 

k. First Aid - supplies available?, trained personnel? 

5. Fire Control - fight equipment? storage? 

6. Safety Shields and eye protection - in place, available? 

7. Arrangement of work stations - adaquate distance between stations? 

8. General appearance - clean, sloppy, etc.? 

9. ORIENTATION TO SHOP PRIOR TO WORK ASSIGNMENT? 

10. Other - overhead, movable equipment? lifts 

^5 
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CONF IDENTIAL 
KNOX COUNTY SCHOOLS JOB PLACEMENT CENTER 
REPORT ON STUDENT-WOf^KER 



NAME DATE 

EMPLOYER ^PHO^E_ 

SIGNATURE OF PERSON COMPLETING THIS FORM 



WHAT IS YOUR ASSOCIATION WITH THE ABOVE NAMED STUDENT-WORKER? 

CHECK IMMEDIATE SUPERVISOR ^PERSONNEL MANAGER 

^CO-WORKER-TRAINER OTHER 
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I Please check the most appropriate oescription* A ''remarks*' section 

APPEARS IN EACH AREA OF EVALUATION. PlEASE FEEL FREE TO MAKE FULL AND 
COMPLETE COMMENTS CONCERNING THE STUDENT-WORKER. NO ONE SHOULD SEE THIS 
REPORT EXCEPT THE STUDENT-WORK £R, THE EMPLOYER, THE TEACHER AND THE CO- 
ORDINATOR. Thank you for your prompt attention. 

1. DEPENDABILITY; 

Can he assume Ar^o fulfill job assignments? 

Requires minimum supervision 

R equires average supervision 

R equires close supervision 
REMARKS; 



2. JUDGMENT; 

Can the student-worker make correct decisions? 

^Consistently makes sound judgments 

^Under normal circumstances judgments are sound 

F requently makes incorrect judgments 
REMARKS; 
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3. PUNCTUALITY; 

Does THE student-worker report to work on time? 
HEyan late 

^Occasionally tardy, but no more than 5 minutes 



^Almost never gets to work on time 



REMARKS; 
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PUNCTUALITY (CONTINUED); 

B« Does the student*-worker complete job assignments on time? 
Student-worker completes job assignme»;ts ahead of schedule 
S tudent-worker completes most job assignments in normal length 

OF TIME 

Student-worker cannot work on schedule H olds up other workers 
REMARKS : 



WORKMANSHIP: 

A. Does this student-worker turn out quality work? 

^Exceptionally good workmanship, rarely makes mistakes 

^Produces work of average quality 

Always necessary to check work , makes frequent mistakes, sloppy 

REMARKS : 



b. how much work does this student-worker turn out? 

c onsi stently produces more than average amount of work 

Produces an average amount of work 

P roduces an unacceptable amount of work 
REMARKS: . 
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INITIATIVE ; 

DOES THIS STUDENT-WORKER SEE TASKS TO 00 AND BEGIN WORKING ON THEM? 

CONSISTENTLY PUTS FORTH EXTRA EFFORT; KEEPS BUSY WITHOUT SUPERVISI 

^PERFORMS REQUIRED JOB FUNCTIONS WITH AVERAGE AMOUNT OF SUPERVISION 

^UNWIUUNG OR UNABLL- TO ACT WITHOUT DETAILED DIRECTIONS AND SUPER- 

V I J> I ON 



REMARKS: 



COOPERATiON; 

A. How WELL OOES THE STUDENT-WORKER GET ALONG WITH CO-WORKERS? 

Outstanding attitude; contributes much to shop moral 

^Gets along well with co-workers, sets a good example 

Cannot or does not get along with co-workers 

REMARKS: 



B. How WELL DOES THE STUDENT-WORKER GET ALONG WITH THOSE IN AUTHORITY? 

Cooperates fully with supervisors, causes no friction 

^Gets along well with supervisors 



WELL 

REMARKS: 



Resists supervision or authority, makes no effort to get along 



ABILITY TO LEARN. 

D^^^^u^^^'ASKsT"°'''" oiffkult to more 

^Learns new cuties or t/ .,<s rapidly; requires little or no 

follow-up 
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7. ABILITY TO LEARM (CONTINUED); 

Learns with average amount of instruction; requires some coaching 
and fomov/-up 

Inadequate, slow to learn, requires constant instruction on the 
same tasks 

S low, but can learn with repeated instruction, coaching, and 
follow-up 

REMARKS: 



8. JOB KNOVVLEDGE; 

A, Does the student-worker possess a basic working knowledge of 
necessary information? 

Has an outstanding understanding of informaiion needed to perform 

WELL 

K nows enough to perform required tasks 
D oes not know enough to perform even simple tasks 
REMARKS: 



B. Does the stuoent-worker possess the necessary basic skills? 
Skill in handling tools, etc. is highly developed 
Skillful enough to perform required tasks and duties 

Lacking in skills necessary to perform, cannot i^ijNoLE tools, etc. 

REMARKS: 



^ 

9. JOB SATISFACTION: 

Does the student-worker seem happy with his work, pay, etc.? 
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JOB SATISFACTION (CONTINUED) i 

Seems extremely satisfied, seems to feel »«at home** 

Seems to adjust to job well, takes pride in his work 



_Seems unhappy most of the time, generally dislikes working 



REMARKS: 



Please answer the following questions as briefly and directly as 

POSSIBLE (be frank). 

1. How WOULD YOU RATE THIS EMPLOYEE ON HIS JOB AS COMPARED WITH 
OTHER EMPLOYEES WITH EQUAL EXPERIENCE? 



2. Can you "count" on this employee, does he follow your directions 
and do what is expected of him? 



3. Do YOU THINK THIS EMPLOYEE HAS THE SKILLS, KNOWLEDGE, AND ATT|. 
TUDES NECESSARY TO ADVANCE IN TH | S TRADE OR OCCUPATION? 



^, What do you feel are the strengths and weaknesses of this 
employee? 
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KNOX COUNTY SCHOOLS JOB PLACEMENT CENTER 
JOB ORDER 



Date 

Company^ Phone 

Address ^products or Service_ 

Contacts Name . Job Title 



Specify requirements, age, physical capabilities, skills, knowledge, attitudes 



Characteristics of job opening 



Referrals: 



When a job opening is listed with the job placement center the following 
action is taken by the coordinator: 

- Job order form is completed (see above), 

- Appropriate records are screened. 

- At least three prospective applicants are identified. 

- Interviews are set up. 

Employer is contacted for feedback. 

- Information concerning referral and disposition is recorded. 



